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OFFICE (F TRAINING REGULATIOR NG,
SUBJECT:s PROCEDURES FOR TRAINIBG EVALUATION FROGRAM

1. Ssheduls for Imstitubdion of Iraining Evaluation Frogran aod
aterin Ixanadixes

a. The order in which courses will be supported by 2 & X in
establishing the Iraining Evalustion Program is as follows:

(1) Greap I
BIC 21)
e (?gpm) )
Phase

{2) Qreup II, Fhase III and Phase IV, Administration,

Administrative Support., Reading Improvement.
Foreign Language Course,

(3) Group III, All other TE{(S) Cowses not listed above,
(Staff Indootrination) (Clesrical Refresher),

(4) Group I¥, 411 Tutorial Traiming.

b, A1l training eourses will submit to 4 & E & list of the
gbjectives of the course within 30 days from the date of this regulstien,
Thess objsctives will be stated in terms of subjects and skills to be taught
o systematically observed and evaluated. The usual statement of objectives
vill bs recast to auswer the question: "On what subjects, characteristics
or skills will the student be given ratings or marks,"

¢, Until support can be given by 4 & E to courses In Group
II, III, and IV listed above, the following procedures will apply to these
courses i

{1) ZTraining Bvaluation reports will be in the form of
& memorendun to the student's Divieion Chief,

(2) This memerandum will contain & narrative ascount of't

a, wosoumplishuents in esch area of knowledge or
skill listed as a course goal or objective,

b, any attitude, habit, trait, talent or defect
cherasteristic of the student, with particular
reforence to strong or weak points important teo
a GIA eareer, If projected assignments are known,
comments should be ted to this whenever
possible,
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Preparati yoview, and distribution of the
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4, Courses in Growp I will eontinue with thuirtm:‘h *f??;
of evaluation u;tn other procedures are developed in ocoperation '.
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for the instyuctars by 4 & E to:
(1) vefine statements of cbjectives for evaluation pUrposes .

(2) devise sppropriste eveluation techniques for each
ebjective of the course.

devise methods for systematically observing and
6) enlm;g any other exills or pereomal characteristics
caneidered significant,

ppropriaste wethods of recarding results of
w @t:m Evaluation,

(5) dayise methods of making {pstructor evaluations as
ocmparable as possible.

3. Bralusiion: Procsdures and Jechoiques

4o be used In
., All test items, tests, and other teshnigues
\Iuation of Siudent's inowledge ar omprehension of subject mtter,
:;s.m peracoality characteristies and trsits, and ;tt&tw,cg, W 1 e e
O tlen to A & E for review prior to use, Objective techniques
used to the meximum extent possible.

b. Whisre objective-type examinatiops can be used, the following
prineiples and procedures will apply:s

tare Wimrwmnhhingthemt
@ ?:;:mn ?Lﬁm; A & B will review and odit items

and tests to obtain couformity with good test con=
struction prineiples.

(2) IBX answer sheets will be used with objective-type
sxaninxtions

*
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(3) 4 & Ewill maintain a file of objective test
questions for use by instructors,

¢. Where eseay-type questions are used or evaluations are made
of reparte, these procedures will be followed:

(1) Eseay-type questions or reports will be sent to 4 & E
with & list of the points instructors expeot students
to cover prior to use of the questions and problems in
the course,

(2) Crading of essay-typs questions or reports will be
done in sush a mapper as to insure comparebility and
conpisteancy of grading. \herever feasible and unlese
other prosedures are decided upon in the 4 & & werkshop,
these steps will be used:

(a) 1Two persons will independently grade the student's
papers,

(b) Procedures will be established to kesp the raters
wtware of the identity of the person whoee
paper they are grading,

(e) ALl papers will be graded on one phase or question
before proseeding to the next phase of the probles
or question,

| 4, Where skills or perscnal characteristics which are mot the
subjeot of insiruction in s pertieular course are to be evaluated:

{1} 4 & Ewill be respansible for determining whick of
these can be systematically evalusted, and will develop
any spseial taschniquee to be used,

(2) Projects will be undertaken to apply g‘rimiplea of
measurenent to the evaluation of s .

e, Wbere a change in students' attitudes is a course goul or
objective, A & E will develop special techniques of evalustion,

f. Bxaminations will cover course subjects in propartion to
the emphssis given to that phase in the course.

g+ When course objectives and oonteni are changed, 4 & E will
be motified, and changes in evaluation proesdures will be made,

b, 4 & E will supply the following types of informstion to the
instructore: ,
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{1) after undertaking item analyses of teete, information
concerning the usefulness of iteme in diseriminating

ameng students,

(2) information corcerning the intellectual levels of the
studentes in & particular courecs,

(3) information concerning comparability of examinations and
grading fyonm class to class,

i, A & E will devise techniques for student evaluation of

ipstruotion and instructors when such information is desired in order to
improve instructiopal techniques,

4. Praparation apd Bissemination of Iralning Evalustion Standard
sad Specisl Reporia

s, Senderd reports

(1) The Fegistrar will furnish the Training Fvaluation
Branch of A & E with a complete roster of students by
the .'ggh day of the course,

(2) Instructors will 111 ocut forme in triplicate in terms
of agreements resched in Iraining Staff and A & E
Vorkshops and the policles and principles coemtained 1n
this regulation and Regunlation Fo, . Fepurts
are to arrive in A & E not later than ten working days
after the canclusion of the course,

(3) Training Evaluation Branch will review reports for
confermity with OTR policies, i & E prineiples, and
for clarity.

(4) A & Bwill add information based on its testing program
and any other ianformstion it may have In its flles which
ia considered appropriate,

{(5) 4 & E will transmit, simultanscusly, ome copy of the
Training Evaluation report to each of the following:

g) Division Chief, through Training Liaison (fficer,
OTR Registrar IEM Unit, A & E,
(3) anssstant Director (Fersomnel) through appropriate
channels to ID/TR(3) or DD/TR{G) and, where
desirable, D/OTR,

e ]
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b. Special Reports

(1) Stadents whe sbow tzysits which reise questions con-
seraing sultadility for CIA carveers, who manifest
cutatanding talent or defect, or who are in danger of
tﬁlbgviﬁhnpﬁedﬁymtamwiam
BO/OTE prior to the begimning of the last week of
the gourse., (This will not take the place of ihe
stendard Training Bvalustion yeport, which will be
routinely t{rsnsmitied with those of other students
at ths end of the couree,)

s, The DB/OTR will be responsible for initiating any
specisl report to the Divisions oconcerning students
vho have been reported as outetanding, elither
positively or negatively, prior to the end of the
omse,

(2) Por students who withdraw from the course, the Training
Evaluation form will be returned to A & Ewith a
potation in Section V of the resson for withdirawal and,
1 possible, a statement ecncerning the gtudent te
level of asccmplishwent prior to the time of witbdraval,

(3) Imstruetars who wish peychelogical assistance in under-
standing or dealing with students who exhibit unusual
bebsvier will send such requests to a responsible

ipdividua) in the Training Evaluation Brameh, All
stch Teguests will be transmitied on an "Zyvas Only®
tesis,

{(4) Instructors may prepare specisl reperts in special
inatances.

(5) Summary resporis for specisl purposes will bs prepared
by 4 & E when required, These may be oral as vell

' as written reports,
5. WWMW@WW

s, Instructors will inform students of the grades they have
repeived for subjects and skills evaluated, and will glve advice, vhen
te, on how the student can improve. Stulents will pet be shown
comentes or evaluations concerning personality characteristics.

b. The student's immediate supervisor may show ihe student
his profiis of interests and discuss them with kim (See Sectlon 4, a{4).)
The student may keep the profile of interests if he desiree it, The supervisor,
if he Peels this is desivable, mey also show the student ﬁtﬁm IT and IXI
of the Training Evaluation Reportj and disouss them with
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